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GFERATIQS8 KMIKW KEPOBf 


FOR: Acting Director of logistics 

SUBJECT; ^Processing of Requisitions for Service® and Repair® 

smSHESUGE; Ifemorandum to the Executive Officer, 0L, from the 
Chief, Procurement Division, OIi, same subject as 
above, dated 2 6 May 1964 (OL k 35&9) 


GENERAL 

1 . W© have reviewed in detail the proposals submitted in the 

reference and their implications to the divisions concerned- 


DISCUSSION 


At present, the procedure for handling repair and service 
requisitions in Simply Division is no different, through the 
point of distribution to the "action block, i! from handling 
requisitions involving property, fwelve steps or separate 


actions are involved in 


Depot counting as one action 


distribution of the 20 copies of the requisition which is 
reproduced at the Depot- Of these 20 copies, seven plus the 
master go into the Depot files immediately and eight copies are 
forwarded to Procurement Division where the substantive work on 
the requisition actually takes place. 


3. When the eight copies of the requisition reach the Support and 
Control Staff, Procurement Division, one is routed to the 
Chief, Procurement Division, one is routed to the branch chief 
concerned, and six are routed to the action section (usually 
the General Procurement Section of the General Products Branch) 
The chief of the action section then notes on one of the six 
copies which procurement officer of the section is handling the 
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requisition and forwards this copy back to the Chief, Support 
and Control Staff. She Support and Control log book is posted, 
and this copy of the requisition is destroyed. She other five 
copies of the requisition remain in the file in the action 
section until work on the requisition la completed. The file 
is then returned to the Support and Control Staff 

4 We find that the above procedure is followed in the case of 
some 1,450 repair and service requisitions per year, via; 

a. Recurring repair and service contracts (FY 1964) — 312 

b Routine requisitions, approximately 1,100 per year of which 
roughly 00 to 85 percent are confirming 

5. In our opinion, reproduction of service and repair requisitions 
can be reduced from the present 20 copies to four or five copies, 
with distribution as follows; 

a Three to the action section 

b. Two to the originator of the requisition 

6. We note that the Chief, General Procurement Section, is exploring 
the possibility of using a multipurpose requisition and procure- 
ment document which will combine several existing forms and 
processes and effect still further economies in repair and service 
procurement operations. We comend the forward thinking thin 
evidences . 


COKCbUSIQRB 

7. Injpleiaentat ion of the proposed procedures contained in the reference 

will: 

a. Reduce handling of the subject actions by about 70 percent, 

b. Reduce the processing time for procurement action by at least 
one day. 

c Reduce the number of files now maintained on the subject 
actions by 50 percent within the Office of logistics. 
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d Reduce the reproduction and processing of copies from 20 
to five copies. 

e Place a minimal increase in the workload of the Procure- 
ment Division (daily average of less than six documents 
reqjiiring numbering, reproduction and distribution). 


recommendations 

8 Mo recommend that: 

a. Requisitions of a service type not involving property 
accountability be routed directly from the customer to 
the Procurement Division for action. 

b. She Procurement Division issue the necessary instructions 
to the customers as proposed in Attachment B to the 
reference . 

c. She revised procedures be effected 1 July l$6k 

d. The Procurers rrt Division continue to explore the feasibility 
of using a m ul tipurpose form to combine the requisition and 
purchase document for service and repair type actions. 

e. The Procuren^nt Division implement the above within its 
present personnel ceiling. 


Enclosure : 
Reference 
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APPROVED; 


Bate 


Acting Director of Logistic s 


25X1 


Distribution; 

Qrig, - 01/ ED, w/ref. 

OL files (Official), 
w/cy ref. 
d . ~ QL/bD, w/ ay 
2 - Ol/i 0, w/cy ref. 

1 - OI/3BO/OR3, w/cy ref. 
1 - D/L Chrono , w/a ref. 


OD/SO/ORS/ 


(3 June 6%) 
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2 to 3: ) (Cont r d) 

To the contrary, we have learned "tom our two years experience, in 
taking directly the requisitions for R£D work. that there are numerous" additional 
administrative actions involved such as editing and reviewing; ensuring that 
funds cited are proper and have been certified; contact with issuing office for 
additional facts; determining that approvals were made by authorised personnel $ 
ad infinitum. Therefore, 1 must reitetat:: the statement in my memorandum of 
26 May that I cannot concur in the transfer of the additional workload without 
transfer of at least one Employee for th&r purpose. X want to. add that while 
the grade. 4 or 5 employee previously ref e : red to will be able to do the repro- 
duction function 9 he will not be capable of.- performing the administrative actions 
cited above; therefore, should it be a waiter of preference, I Would rather riot have 
the additional employee and leaving the handling of these l, hix M requisitions urn 
. • changed* ■ i ■ ■ ■ ■ . . 


Ch ief , P rocu remen t D i V i s ion /CL 



ILLEGIB 
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